PeopleSoft Self-Service Log In Instructions

1. Go to the City of Norfolk’s web site: www.norfolk.gov

2. Click “Government
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CITY SPOTLIGHT

Poverty Reduction Report to City Council & Formal Session
July 8 Meeting Video Available

The work session and formal session, including public hearings, is
available for viewing and download. Read on..

Learn How to Help Your Community in a Disaster

Classes to be held the weekend of July 19 and 20 from 8:30 a.m. -
4:30 p.m. The July classes will be held at the Norfolk Emergency
Operations Center (First Precinct), 3661 E. Virginia Beach Blvd.
Additional Info.

Virginia Port Authority Requests Extension for Truck Traffic

An Hamnéan Ranlavard

TEETN§

AtoZ | AskaQuestion | Departments | Staff

CURRENT TOPICS

Update on Norfolk’s
Coastal Resilience
Strategy

A 13-page booklet outlines
this city’s multi-faceted
flooding strategy, including _
efforts to adapt
infrastructure, protect
neighborhoods, shorelines
and wetlands.

Citvwide map of potential oroiects. Report

3. Click “Retirement”

Contact Officials City Manager

City Manager's Office

Courts
D ment: City Mission & Seal
epanments Read the mission for the City of Norfolk and view the city seal
Mayor -
City Treasurer
Newsletters / Videos > The Office of the Treasurer

MNorfolk Criminal Justice Commissioner of Revenue
Service The Office of Commissioner of Revenue
Norfolk Public Library Commonwealth's Attorney
Norfolk Public Schools The Norfolk Commonwealth’s Attorney’s Office
Records Request (FOIA) Contact Officials

Look through contact information for the City Council, the Virginia General Assembly, and federal offices.
Retirement

Court:

s
Sheriff's Office Circuit Court Docket and General District Court

Social Media » Departments

Virginia Construction Find information on the departments that make up the City of Norfolk government.

Codes
Mayor

Voting in Norfolk Meet the current mayor of Norfolk.

Newsletters / Videos
Check out various newsletters and videos from the City of Norfolk

Norfolk Criminal Justice Service

Norfolk Public Library
Norfolk Public Library

Norfolk Public Schools
Norfolk Public Schools

Records Request (FOIA)
How to request records involving the Freedom of Information Act

Retirement
View retirement information for City of Norfolk employees.

-
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4. Click “PeopleSoft Self-Service” under Retiree Self-Service

Search

AtoZ AskaQueston Departments

Home > Departments > Finance > Retirement

Retirement

A<M FIvE-]

Financial Reports

Purchasing

Retirement

Retirement Bureau

The bureau maintains information necessary to administer benefit payments to
> members, performs accounting and payroll tasks according to federal and state
regulations pertaining to qualified pension funds, and provides retirement and death

HOWDOI

| Information Center

COMMUNITY | ENJOY NORFOLK

CONTACT US

Sheryl Potter-Griggs
Acting Executive Secretary
Email

810 Union Street
Room 309
Norfolk, VA 23510

benefits to the system membership in accordance with Chapter 37 of the Norfolk City

Code.

Retiree Self-Service

+ PeopleSoft Self-Service
« Self-Service Log in Instructions

« Self-Service Forgot My Password Instructions

« Self Service Open Enrollment Instructions

PH:757-664-4738
FX: 757-664-4098

QUICK LINKS

* Norfolk City Code Chapter 37
« ICMA Retirement Corporation

Enter your User ID and Password - Your User ID is your Retirement Employee ID and can be
found on your paycheck/advice near your name. Your initial password is the first four letters of
your last name (first letter capitalized all others lower case), last four digits of your SSN and an
asterisk (*) — example Mous1234*. If your last name is less than four letters your password will
be shortened, that is if your last name is Joy only three letters are used in your password —
example Joy6789*. Your User ID and Password are case sensitive so be sure to check your Caps
Lock key. After entering your User Id and Password, Click Sign In.
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User ID: | 01234R
Password:

ORACLE
PEOPLESOFT ENTERPRISE

English
Dansk
Francais
Italiano
Nederiands
Polski
Suomi
Cestina
=0
iy

FEHPI

Forgot vour password?

| Signin |

Select a Language:

Espariol
Deutsch

Erancais du Canada
Magyar

Norsk

Portugués

Svenska

BFiE

PyCckui
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5. Change your password - The first time you sign on, your initial password is set to
expire. Click the link “Click here to change your password.”

Note: You will be required to change your password every 90 days.

ORACLE’
PEOPLESOFT ENTERPRISE

Your password has expired.

Click here to change your password.

6. Enter your “Current Password:”

7. Enter a “New Password:” - Your new password must be at least seven characters with
one capital letter, one number and one special character (i.e. @, # %,&). Remember
your password is case sensitive.

8. Re-enter your new password in “Confirm Password:”

9. Click “Change Password”

Change Password
User ID: 01234R

Description: Forgotten Password

*Current Password: essssccsse
*New Password: ssccsscse
*Confirm Password:  |seeesscee =

Change Password

10. Click “OK”
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You must enter a valid email address to utilize the Forgotten Password feature after the
initial sign-in. If you already have a primary email account set up, you can skip steps 12-15.

11. Click “My System Profile”
12. Click the “Primary Email Address” check box from Email Type “Other” to remove it as
the Primary Email Address. You can enter multiple emails, but only one can be marked

as the “Primary Email Account” and receive emails.
13. Click on the plus (+) at the bottom of the page under Email to add your email address.
14. Add an Email address - Check the “Primary Email Account” box. Select the Email Type

by clicking the down arrow. Enter your email address.

15. Click “Save”

ORACLE’

Menu =]

Search:

> Personal Information

[ Payroll and Compensation
[> Benefits

- My System Profile

e

January 2015

General Profile Information

Forgotten Password

[Password

Change password
Change or set up forgotten password help

|Personalizations

My preferred language for PIA web pages is: English

My preferred language for reports and email is: English v
Currency Code: Q
Default Mobile Page: ‘ Q

|Alternate User

If you will be temporarily unavailable, you can select an alternate user to receive your routings.

Alternate User ID: [ Q

From Date: [ B {example:12/31/2000)

To Date: [ B (example:12/31/2000)
|Workflow Attributes

V] Email User Worklist User

Miscellaneous User Links

E N a1 1
Email Customize | Find | &9 First || 1202 Last

T i o
| Other

] Work V| |user.email@norfolk.gov
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# =

—
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16. Click “Change or set up forgotten password help”

ORACLE  EEESSSSSS——————

Menu =
Search:

[ Personal Information i
b ool 4 Con gertation General Profile Information

[> Benefits
M S ESETT RO Forgotten Password

[Password

Change password

Change or set up forgotten password help 6
[Personalizations

My preferred language for PIA web pages is: English

My preferred language for reports and email is:

Currency Code: I— Q

Default Mobile Page: ( Q
|Alternate User

If you will be temporarily unavailable, you can select an alternate user to receive your routings.
Alternate User ID: [ Q
From Date: [ B (example:12/31/2000)
To Date: [ 8 (example:12/31/2000)

[Workflow Attributes ]

[V1Email User [ Worklist User

Miscellaneous User Links

Email Customize | Find| B8 First |4} 12012 "] Last
Primary Email |0 o) ype Email Address
m Other

¥ Work V| |user.email@norfolk.gov

5o |

RE

=l
=l
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17. Select a question by clicking the down arrow to display available security questions

Change or set up forgotten password help

If you forget your password, you can have a new password emailed to you
Enter a question and your response below. These will be used to authenticate you,

Question:  Whatis the name of your first pet it
Select from the list of questions.
Response:
ok | canel |

18. Enter a Response (answer) for your security question. The response will automatically
convert to capital letters but is not case sensitive.

19. Click “OK”

Change or set up forgotten password help

If you forget your password, you can have a new password emailed to you.
Enter a question and your response below. These will be used to authenticate you,

Question:  YWhat s the name of your first pet v

Sele;t trom the list of questions,
Response: 8080l
oK | cance |

Congratulations! You are now ready to use Retirement Self-Service.
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